
Grade: Salary Range: 

Duties and Responsibilities:

Qualifications and Education

Job Title:

: 1015 Half Street SE, Washington DC, 20003 

: dchr@dc.gov 

: (202) 442-9700 

Job Summary:


	Agency Name: Department of Human Services
	Text1: Supervisory Management Analyst
	Text2: MS 13
	Text3: 95,652-133,912
	Text4:  

The incumbent serves as a Supervisory Management Analyst in the Performance Management Division (PMD) in the Office of Program Review, Monitoring and Investigation (OPRMI). The PMD's mission includes monitoring, reviewing and evaluating the Department of Human Services' (DHS) compliance with applicable Federal/District statutes, legal mandates and departmental policies and procedures, performance and service delivery. 

The incumbent works under the supervision of the OPRMI, Chief Accountability Officer (CAO) and is responsible for supervising the PMD. The incumbent evaluates Departmental programs for compliance with established policies and procedures by formulating recommendations based upon best practices and the evaluation and analysis of contracted non-Departmental agencies to determine compliance of program operations and activities with Federal and District government  laws, regulations and procedures, as related to the administration of social service programs. Incumbent also plans and executes assignments independently on the basis of an outline of work to be accomplished in accordance with the Division's goals and objectives. Work is reviewed and evaluated based on the degree to which the incumbent has accomplished the agency's goals and objectives, and the incumbent's overall effectiveness and the quality of work performed. 

Guidelines include established laws, regulations and policies of the District and Federal government. The guidelines provide general guidance in the functional areas assigned.  The incumbent interprets and applies the guidelines to program issues and provides direction to subordinates. The guidelines consist of analyses of reports, requirements, existing practices, and are used in developing material for presentation. 

 
	Text5: Manages and coordinates the development of a strategic planning process, reviews the development of program objectives to ensure that the agency's mission, programs and services are achieved and presented in a positive image to all relevant parties. 
Advises the CAO on the development and maintenance of policies and procedures, and work plans to enhance the effectiveness and efficiency of the Department. 

Prepares special purpose reports and other documents that provide analysis of particular Department requirements for professional development and other program specific purposes. 

Supervises the ongoing reviews of the DHS service structure, operations, functional requirements and procedures, to evaluate their effectiveness in the attainment of the agency goals and objectives. 

Develops and recommends new or improved procedures and methods to implement programs pursuant to changes in statutes, executive orders, operation requirements and requirements emanating from other sources. 

Consults with PMD staff to identify risks, provide recommendations for corrective action and provide technical assistance to the OPRMI and Divisions to ensure resolution of problems and promote efficient standards of operations. 
Tracks and trends systemic issues with the Department as identified by Performance Management staff, using such analysis to create a comprehensive reports detailing the strengths, weaknesses, of DHS programs and services. Also submits required reports in a timely manner. 

Responsible for the daily supervision of PMD staff. Provides advice, counsel and instruction to individual employees on both technical and administrative matters. Also recommends PMD staff for training to enhance professional development. 

Reviews, evaluates and recommends procedure or policy revisions that cover a variety of current or projected issues for the office and the Department. 

Prepares special purpose reports and other documents that provide analysis of particular Department requirements for professional development and other specific purposes. 

Manages the audits of federally funded programs administered by DHS. Works closely with the Office of the D.C. Auditor and the Office of the Inspector General. 

Performs other related duties as assigned. 

 
	Text6: Expert knowledge of social service programs, systems and methods for quality enhancements. 

Extensive knowledge of Federal and District laws, regulations and procedures applicable to the administration of comprehensive service delivery to vulnerable families and children. 

 

Excellent computer skills and analytical skills. 

 

Excellent written and oral communication skills. Ability to present assembled facts, analyses and conclusions in an organized and comprehensive manner. 

Ability to view organizational/performance problems from the perspective of management and to operate independently, requiring only general guidance and the Division's goals provided by the CAO. 

Ability to collect and organize facts, analyze patterns and draw accurate conclusions from the information obtained. 

Ability to provide leadership in a supervisory capacity. Ability to supervise subordinates based on priorities, selective consideration of the difficulty, and the requirements of the assignments and their capabilities. 

SPECIAL REQUIREMENT 

NOTE: The incumbent of this position will be subject to enhanced suitability screening pursuant to Chapter 4 of DC Personnel Regulations, Suitability - Security Sensitive. 

 
 


